FJBo{’.s Quick Start Guide: Apply to a Job Posting

Federal Bureau of Investigation

ACCESS THE CAREERS PAGE Sign in <

1 “User Name

= Launch your web browser (recommended: Mozilla Firefox).

*Password

= Enter the URL https://www.FBlJobs.gov. If you are experiencing issues
launching the website, ensure there is a “s” in “https” of the web address.

Forgot User Mame | Forgot Password

Are you a new user? Register Now

= Select the Apply to Jobs or Search Jobs button to navigate to the Careers

age.
p g « Posting Type Search Jobs
3 job title, location, or keyword »
CAREERS WEBSITE: GETTING STARTED Al Applicarts (4
. . . Talent Mstworks (3) Clear Search Save Search
1. Loginto your account. Enter your credentials in the User Name and alent Metworks (3)
Password fields l_i;urrent Permanent Employees Only 9 search result(s)
. (2)
. SAFETY & OCCUPTL HLTH SPECLST-HQ
2. Select the Login button. ~ Department Posting 1D USCIT-11719-1
Note: If you don’t have an account, register using the Register Now link. To DH6-MAJIOR CYBER CRIMES INTELL Location NATIONWIDE
learn more about creating a account, review the @ Department ASSOCIATE DEPUTY DIRECTOR
. b ald [;S-HUIE'IAN RESOURCES DIVISION Posted Date 05/12/2017
jO . (2)
ASSOCIATE DEPUTY DIRECTOR (1) ITSPEC (SYSADMN/CUSTSPT) - 999B
D22-FIELD FLIGHT OPERATIONS (1) Posting 1D USCIT-A1712-1
V | E w A J O B P 0 s T I N G LITTLE ROCK (1) Location NATIONWIDE

Department LITTLE ROCK

NEWARK (1)
3. Select a title in the Posting Type, Department and Job Posted In section to QUANTICO-NEW-AGTS (1) Costed Dae OSTEOT
filter the available Job OpportunitleS. Loss li Investigative Specialist (Aerial) Coordinator 1801 GS 13 (CIRG ONLY)
Posting ID PERME-11621-1
4. When you find a Job Posting of interest, select on the Job Posting to view ~Job Posted In Locationy NATIORAIDE
h J b S d t I 2017 (7 Department D22-FIELD FLIGHT OPERATIONS
the Job Summary details. fin Posted Date 04/14/2017
2016 (1)
OPTIONAL:USING THE SEARCH FIELD ,
AND JOB SEARCH AGENT A|Searchjobs
. . Investigative Specialist »
A. Search Jobs: Use the Search Jobs field to search for a Job Posting by
entering a Job Title, Location or Keywords. C |Clear Search B | Save Search
B. Job Search Agent: Select the Save Search link to save your search under My
Saved Searches. You can also set up notifications by selecting the Email me
checkbox to receive email updates. Cancel Save Search save |

C. Clear Search: Selecting Clear Search will remove all search parameters and

. . . oy *Search Name INVESTIGATIVE SPC
display all available job opportunities.

Email me when new jobs meet my criteria

*Email To Applicant@yahoo.com
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https://go.fbinet.fbi/HRB/HRD/HRSource/Training Documents/HR Source 9.2 Upgrade/Job Aids/FBIJOBS.gov Account Creation and Management_9.2.pdf?Web=1

FBI

Federal Bureau of Investigation

JOBS Quick Start Guide: Apply to a Job Posting

BEGIN AN APPLICATION

5. Carefully read and review the all sections of the Job Summary to
understand the requirements of the FBI position.

6. Select the Apply for Job button to begin completing an application for the
selected job posting.

7. Read the application Terms and Condition and select the checkbox to
continue with your application.

Note: The left side of the application displays where you are in the
application process. The Next button is the only way to move to the next
step in the process.

Important Note: The number of application steps displayed will vary
depending on the type of job opening selected.

8. Select the Next Button to begin your application.

o Pravious Job Investigative Spacialist (Aerial) Coordinator 1801 G5 13 [CIRG ONLY)
Apply for dob
Job 1D 11621 FullPart Time
Location Regular/Temporary Regular

Who May Apply

Gpen to current, permanent FBl empioyees currenty assigned fo ine Criieal ncalent Respense Group{CRG) OHL

Opening Date: Apri 14,2017

Closing Date: Aprd 20, 2017 11:59 pm (EST)

Job summary
Position: invesigstue Specinis (aers) Coordinsior G5 13
Division: Cricat cdent Resposss Group

Uni:Fie Fight Operstons

Location: Manassas, Virgnia (o pubi: vansperiason)

Wiorking Hours: &15 am o 500 pm

Salary; 651

s123238.00

Full Performance & 3

Humber of Posiions Availabie: 1

Duratian: Ful Teme/Permasent,

didianal ool hsmads sa g o L Beaiion s bzl P

X Exit Apply for Job nm =

SUPVY CONTRACT SPECIALIST (UC), GS 15 (FBI) Finance Divi i [
Start 7 | Step1o0f8: Start
In Progress
This job apphcation allows you to atiach a resume and has a number of sections, ranging from job preferences to work experience. The step-by-step process

will guide you through the application. Plezse fill in all information carefully and completely before submitting
2 rfif'fn!? Before you begin the job application process, please read the Terms and Conditions carefully. By selecting the *| agree to the Terms and Canditions” checkbox
you indicate that you have read and understood these Terms and Conditions and acknowledge your agreement with them. If you do not agree, you will not be
zble to submit zn application and should select the Exit buttan
Resume
Not Started Prequalification Notices

Job Title SUPVY CONTRACT SPECIALIST (UC), GS 15 (FBI) Job ID 11185

Finance DivisionWashington, DC

Al applicants are required to answer questions regarding their suitability for a pasition in the Federal Bursau of Investigation (FB).

Education and Work
Experience v
Mot Started

-

Please answer the questions below and submit once completed

View Terms and Conditions

[ 1 agree to the Terms and Conditions

Apply to a Job Posting
For All Applicants

August 2017




FBI : . .
_.JoBs_ Quick Start Guide: Apply to a Job Posting

ANSWER PREQUALIFICATION m
QUESTIONNAIRE )

g Sert Step 2 of 8: Prequalify
Complets To be eligible to submit an appiication you will need ta answer the follawing questions
Prequalify Prequalify (Required)
9. Answer all the questions in the Prequalify section. o e 5 oo oxamin o s ek fo: squllicaton o

ion, and a urinalysis drug test. Refusal to submit 1o an FBI urinalysis
{drug test) or polygraph examination is grounds for disqualification from the applicant process.

Yes

10. Select the Next Button to continue your application. [ | O

Note: Select the Hamburger menu E to dlsplay the Save as Draft and - 2'.3.':w:Jf:5’;?’.:‘.?.’5'3“5;’!"2’&7!?2;235!“3"?:f.i‘l?;i".’i'fé?ﬂ;"ﬁf?ﬂfif.'L‘J.T E:n.!'-';'“ff..';?uif’:f:.i'.;"ﬁ..?'lli'i'fm’.@ military.
Contact Us options. Select the Contact Us option to view FAQ'’s, submit a
question about the application or if you are experiencing technical issues.

Yes

Ho

Apply for Job
4 Start Step 2 of 8: Prequalify
Complete
To be eligible to submit an application you wil need to answer the following questions Sav s Dvall
Prequalify Prequality (Required) Mssssrsssssssssssssssssssssas
In Progress.

1.1am willing to undergo a pre-employment polygraph, physical examination, and a urinalysis drug test. Refusal o submit 1o an FBI urinalysis
(drug test) or polygraph examination is grounds for disqualification from the applicant process.

Yes

No

2.1am willing to undergo a comprehensive background investigation which includes, but is not limited to, contact with all references,
eemployers, coworkers, close personal associates, etc.; review of my driving record; credit history; criminal history; and service in the military.

Yes

No

Apply to a Job Posting
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FJBo{’.s Quick Start Guide: Apply to a Job Posting

Federal Bureau of Investigation

RECORD SELF-PFT RESULTS (SPECIAL
AGENT APPLICANTS ONLY) — Soply for Job

Applicants applying to the Special Agent job posting are required to complete the ! e st et
Self-PFT prior to beginning the Special Agent application and record their results [) remven Selt P Explanstory s sage
on the application. Visit FBIJOBS.gov for additional information regarding the FBI ep— B i P e et T st sverce e S A
Physical Fitness Test P[‘otocol_ . Please watch the PFT protocol video and visit our website for more infermation.
. E:u::i‘;:,;:mw\,m . If you have questions regarding the FFT. please contact your Applicant Coordinator.
h:lpsls'le: Self-PFT Entry

YOU WILL HOT BE CONSIDERED FOR THE NEXT PHASE OF THE SPECIAL AGENT SELECTION SYSTEN (SASS) UNTIL YOU HAVE
Atiachments SUCCESSFULLY ACHIEVED A LEVEL OF FITNESS THAT WILL ALLOW YOU TO-OBTAIN A PASSING SCORE OH AN OFFICIAL
ot Sarted FEI-ADMINISTERED PFL.

11. Enter the number of completed Sit-Ups.

YU MUST PERFORM THE SELF-PFT TO PROVIDE THE MOST ACCURATE RESULTS.

Additional Information
Not Started

12. Enter your 300-Meter Time.

IMPORTANT:
All events must be performed in the order listed below with no more than five (5) minutes break in between each event. For sit-ups, you must enter
_— e numbe f st you are sbl o sccomplsh n one minute. Forpusups,yous st entr e rmer of confinuus pusups complted ol
13. Enter the number of completed Push-Ups. T s
A pasingscre requies & minmum of 12 it it o st one pintn esch evnt
| Reviewana Sunrit
14 E nte r yo ur 1 5 M i Ie Time Nt Started Please review your Self-FFT results and be sure that you provide acourate resulfs, Keep in mind, each submission will be recorded in cur system.
11 15 *Sitlps |55
I—‘ 300 teter T (55.5) [50.2

15. Select your Gender from the drop down menu.

*Pushlps |52

*1.5 Nile Run Time (M:S$) | 11:00

16. Select the Click Here to Score Self-PFT button to view your results. o [

Note: You Pass/Fail results imnmediately display and Total Points. e e e e sefemare i e sl s st 4T st
17. Indicate if you have Special Operations, Tactical, or SWAT experience. &@
18. Read the Terms and Conditions regarding the Self-PFT and Select the |

agree to the Terms and Conditions checkbox. s

Note: The Next button allows you to continue only if the I agree to the _

Terms and Condition checkbox is selected. |17| o s prs s [ |

19. Select the Next button. IE ug

Self-PFT Terms and Conditions
Self-PFT Terms and Conditions
| have viewed the PFT protocol video and conducted the SelfPFT. With my submission, | certify that | schieved the scores set forth above and that each event was completed in strict acoordance with the FBI's testing protocols,
| undesstand thet failure to schieve scores during an offcial PFT consistent with the scores recorded sbove could be viewed 5  ladk of candor during my beckground investigaticn and may be cause for my spplicstion being discontinued.

Please indicate your agrement to these terms and conditions by selecting ' agree to the Terms and Conditions.” Should you not be in agreement, plesse exit the application

Apply to a Job Posting
For All Applicants 4 August 2017



F;Bo{’.s Quick Start Guide: Apply to a Job Posting

Federal Bureau of Investigation

ATTACH A RESUME/COVER LETTER

X Exit Apply for Job

20. Select the Attach Resume button to upload a resume from your computer. SR CERT SHES ST ), €5 05 (N LN B e B2
You also have the option to Attach Cover Letter but is not required. 1) St Step 3 of 8: Resume

Resume Attachment (Required)

B N . . Prequalify You have not provided a resume
Important Note: Special Agent and Intelligence Analyst applicants will 2 compie ”’
Attach Resume

not receive the option to attach a resume. They are required to input Rosumo 20

g q o o o o DFREEER Clver Letter Attachment
their resume information into the Education and Work Experience SRR |

Edation and Work ou have nokprovide a cover Hrter

section of the application. A resume will be automatically built using the ERlTeeens S Attach Cover Lotter
information entered by the applicant.

21. Select the My Device icon and follow your computer prompts to upload
your attachments. 21|

My Device

22. Review your attachments by selecting the file name. Select the Change
Resume link to delete the attached resume.

23. Select the Next button to continue your application. __ _
SUPVY CONTRACT SPECIALIST (UC), GS 15 (FBI) Finance Division/W: DC

1 Start Step 3 of 8: Resume
Complete

Resume Attachment (Required)

Prequali
Cm:me‘;y “Resul 22| |Resume docx
Attac ST Resume docx

E> Resume Change Resume
In Progress

~

Cover Letter Attachment

Education and Work .
Experience . Youhave not provided a cover letter.

Mot Started

'S

Attach Cover Letter

5 | Attachments
Mot Started

Apply to a Job Posting
For All Applicants 5 August 2017



FJBo{’.s Quick Start Guide: Apply to a Job Posting

Federal Bureau of Investigation

ADD EDUCATION AND WORK
EXPERIENCE

L. . . . . . — - Apply for Job KL BN -:
Add addition profile information to your application by selecting the Add button SUPYY GONTRAGT SPEGIALIST (UG, G5 13 75l Finsnce Divisioniizshington. DG -m
and entering the required information into the modal window. See the Add

4 Start Step 4 of 8: Education and Work Experience - Education
H . . Complete
Education as an example. Note you must complete the Education section of the _ Education History
app/ication. 2 z’::‘l:‘:t';f\/ 24I Highest Education Level | Bachelors Degree B I
Education (| d)
. . 3 Rz:,"“:e “You must enter information in this section.
24. Select the Highest Education Level drop down menu to indicate your level o E
. Education and Work
of education. [0 Egeene
25. Select the Add Education button to provide additional education details. Sy
26. Enter educational details to include Degree, GPA and Graduation Date.
| Cancel Add Education |27
Imgortant Note: 26| ‘DegreeiLevel Attained || Q
v’ If you cannot locate your College/University, leave this field blank and Discipline
annotate in your resume. Description Q

*Grade Point Average

o . GPA
v’ Select the GPA N/A checkbox if your school does not issue a GPA . d: [: —
raduated | lo
Click here to submit Testing Request
*Graduation Date

GPANA () No

27. Select the Done button to save add your education details.

28. Select the Next button to continue your application.

Apply to a Job Posting

For All Applicants 6 August 2017



FJBo{’.s Quick Start Guide: Apply to a Job Posting

Federal Bureau of Investigation

ADD ATTACHMENTS

Add attachments as required by the job opening description.

x Exit Apply for Job Emm H
SUPVY CONTRACT SPECIALIST (UC), GS 15 (FBI) Finance ington, DC
29. Select the Add Attachment button.
1 g?:plaa Step 5 of 8: Attachments
30 Select the Attachment Type from the drop dOWn menu. - Please refer to the job description for the types of ducuments we require.
2 EW:DHE An:nh;nems i N
. ‘ou have not any attachments.
31. Enter an Attachment Title for your document. s e E
32. Select the My Device icon and follow your computer prompts to upload T ——
Experience ~
your attachments. ot
Attachments.
33. Select the Continue button to proceed. =
34. Select the Next button to continue your application
Cancel Add Attachment |33Entinue
| 30-31 | *Attachment Type B
*Attachment Title

Flle Attachment

Apply to a Job Posting
For All Applicants 7 August 2017



FBI

_JOBS Quick Start Guide: Apply to a Job Posting
PROVIDE ADDITIONAL INFORMATION
Provide additional information used for Federal employment consideration such i Appy for Job N =
as Federal Employment history, US military service and additional personal s.,w:::.....m mm“"m"E;:‘F:'::_";dmml mbrm::_mml —
information. " . ‘

ficate f you are of were ever a Federal Civkan employee
Prequalify must meet the eligibiity requirements in section 2108 of title 5, United States
Camplete

35. In the Federal Preferences section identify your U.S Citizenship status, your
status as a current/previous federal civilian employment, Veteran

3 | Resume

Education and Work

Preference status, US Military Service and Military Rank (if applicable). i
Note: All sections marked with an * asterisk require a response to continue. 5 | Atachment o
36. Select your option from the Gender drop down menu. (D= q

Personal Information
InProgress Veterans Preferonce | None |

37. Enter your Date of Birth in the Date of Birth textbox. =

38. Select the Birth Country lookup to enter your Birth Country. oereonal mformaton
39. Enter content in the Birth City textbox. 36-40 Gender | Decline to Stte
i at . *Date of Birth |05/23/ ]

40. Select your option from the Do you have Dual Citizenship drop down Dot i B
menu. “Birth Country E
Note: If you have multiple countries of citizenship, Select the Add a new row i ocaton
button to add additional countries. “Do you have Dua Cizenship? | o [+]

41. Select the Next button to continue your application

Apply to a Job Posting
For All Applicants 8 August 2017
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Quick Start Guide: Apply to a Job Posting

PROVIDE ADDITIONAL INFORMATION
(Con’t)

Enter information on how you learn about the job opening. The questions that
display on this page will vary based on the referral source selected.

42. Select an option from the How did you learn of the job drop down menu.

Note: There are five options to choose from:

= Employee

= Indeed

= Linkedin

= Other

= Recruiting Event/Recruiter
In the case you select the Recruiting Event/Recruiter option, please follow
the steps included below.

42a. Select an option from the Month, Year, Location drop down menu.

42b. If you were referred by a current Bureau employee at the Recruiting Event,
enter the employee’s Referral Name, Email Address, and indicate what
kind of Member of Your Family (if applicable).

42c. Select an option from the Are you a former employee drop down menu.

42d. Select the Search button.

42e. In the search results, locate your recruiting event and select the Yes slider
corresponding to the Event Name.

Note: Once the Event Name is selected, the Event Name automatically
appears in the Sub Source field.

43. Select the Next button to continue your application

SUPVY CONTRACT SPECIALIST (UC), GS 15 (FBI) Finance Division/Washington, DC

g Start Step 6 of 8: Additional Information - How did you find out about us?
Complete
Referrals
Prequalify L : i
2
Complets |42| How did you learn of the job? | Recruiting Event/Recruiter |
SubSource
3 Resume
Complete Provided Referral Code

Education and Werk Name of Referring Employee

4 Experience v
Complets Email Address

5 Attachments 42a Member of Your Family Nu
Complete

Are you a former employee | No B

Additional Information ~
InProgress Recruiting Event

Select the month, year, and state in which your recruiting event occurred. Then click search and select the event you attended.

Personal Information
Complete 42b-c | tonth B

5 Year B
How did you find out about us?
InProgress

’ ocation
Diversity

i Search
Not Started | 42d l—'
Select © Event Name & Start Date © End Date © Location <

Hiring Our Heroes Transition Job Fair 09/29/2016 09/29/2016 CA

SDSU Accounting Society Meet the Firms Networking 09/30/2016 09/30/2016 CA

Apply to a Job Posting
For All Applicants

August 2017
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Federal Bureau of Investigation

Quick Start Guide: Apply to a Job Posting

PROVIDE DIVERSITY INFORMATION

44, You are invited to self-identify your race and ethnicity, make the appropriate

selections in the Diversity section. If you choose not to provide those
details, select the | decline to answer checkbox.

45. Select the Next button to continue your application

REVIEW AND SUBMIT APPLICATION

46. Review your complete application. Select on the section title to review your

responses. Select the Modify link to edit a response.

Important Note: Your responses cannot be edited once you submit your
application. After submission, you would have to withdraw your application
and reapply to make changes.

47. Select the Submit button to submit your completed application.

48. Review the Application Confirmation message to learn about the status of
your preliminary screening and next steps for your application.

49. Select the Careers link to navigate back to the Careers Homepage page.

~

-

X Exit

Start
Complets

Step 7 of 8: Diversity

You are imited to provide the information requested regarding diversity.

Apply for Job m 45 m =

Prequalify
Complete

44

Resume
Complets

Education and Work

Diversity

Our organization is subject to certain g and reporting ra

q for the
o comply with these laws, applicants are imited to voluntasity sef- identfy their gender and their race o ethaicity.

“The information obtained will be kept confdential and may only be used in accordance with the provisions of applicable laws, executive orders, and

regulations. When reported, data wil be aggregated and will not identiy any specific individual

f cil ights laws In order

t Gender
Experience v
Complete What is your gender?
O Female

Attachments. -
Complete ~ Male

[ I decline to answer
Additional .
Complete
Diversity
In Progress

SUPVY CONTRACT SPECIALIST (UC), GS 15 (FBI) Finance oc

1

-

Start

Review your application and make any changes before submitting.

Apply for Job

Complete

Prequalify
Complete

Resume
Complete

Education and Work

Experience v

Gomplete

Attachments
Complete

Additional Information
Complete

Diversity
Complete

Review and Submit
In Progress

|46 Step 8 of 8: Review and Submit

¥ My Contact Information &

EMAN MMGTAT@y 2hoo.com
Phone 67111234567

» Prequalify
» Online Screening Notice

» Resume Attachment

» Gover Letter Attachment

» Attachments

» Federal Preferences

» Education History

» Education

) Self-Reported Languages
} US Military Service

» Military Rank

» Personal Information

) Referrals

) Diversity

Current Address 123 Main St, Alexandria, VA 22304

Contact Method Not Specified

Jobs Applied For

Application Confirmation

SUPVY CONTRAGT SPEGIALIST (UG), GS 16 (FBI) Finance
imion AVashington. DG

11196

You nave successtully submittad your job application

onl

line Screening Results

d to the nesxt step in the application pr

Py CONTRACT SPECIALIST (UC), G5
1sion AV ashingtan, DC

& (FBI) Finance

with th Faderal B B,

tn

a that you

NO ACTION IS REQUIRED AT THIS TIME

scassary to qualify for further consideration for tha pasition

Jols 1D 11188

Apply to a Job Posting
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